California State Library
Sacramento

INSTRUCTIONS FOR COMPLETING THE LIBRARY SERVICESAND TECHNOLOGY ACT (LSTA)
APPLICATION FORM (LSTA 6)

LAST UPDATED: AUGUST 2000

A. General Ingructions
1.  What kindsof projectsqualify for grants?

Grants are awarded on a competitive basis for the funds available. Generally spesking, the broad god of
LSTA is to provide locd assstance to dl types of libraries in the areas of technology innovation,
resource-sharing, multitype library networking, and targeted services to people who are underserved,
disadvantaged, geographically isolated, illiterate, etc. Based on sections 212 and 231 of the Act, the
Cdifornia State Plan for use of LSTA funds, 1998 - 2002 was approved by the U.S. Inditute of
Museum and Library Services in September 1997. In the plan, four generd, State-level purposes were
defined for use of LSTA funds. They are:

. Free and convenient access to learning and information resources through libraries of al
typesfor individuas of dl ages.

. Library services available in dl parts of the state that provide al users access, through State,
regiond, nationa and international eectronic networks, to information resources they
require to meet their diverse, changing, and expanding educationd, economic, knowledge,
socid, culturd, recreationd, and life fulfillment needs.

. Development and implementation of the necessary dectronic and resource-sharing linkages
among and between libraries to support Californias multitype library network development.

. Promotion and enhancement of targeted library services to people of diverse geographic,
cultural, and socioeconomic backgrounds; to individuals with disabilities, and to people with
limited functiond literacy or information skills.

These broad goals are intended to encourage flexibility, dlowing grant decisions to be based on needs
identified by the Cdifornialibrary community.

See the LSTA Information Guide and Guidelines for Developing LSTA Grant Proposds for criteria for
evauating successful proposals and advice on program priorities the State Library is mogt likely to
consder in making grant avards. The separate Indructions for Completing the Library Services and
Technology Act Proposal Form (LSTA 5) aso contains guidance on developing project concepts,
descriptions, and plans. All areincluded in this application packet.

2. Who may submit an application?

All types of libraries, including academic, public, research, school, governmenta agency libraries and
information centers, and specid and corporate libraries, may goply. "Public libraries’ includes public
library cooperative systems and State indtitutiond libraries.

Projects in the area of multitype library networking must include active participation by more than one
jurisdiction and/or provide benefit to more than one library (academic, public, school, Sate, specid).
Projects benefiting only one library or one type of library are less competitive.



An agpplication may be submitted only if a proposa (LSTA Form 5) has previoudy been submitted in the
same LSTA cyde. Applications are normaly expected from jurisdictions that receive favorable advice
from the State Library on the competitiveness on their proposas. However, an application may be
submitted, and it will be considered, following natification about a proposa that was not recommended
for the next stage.

3. What happensto the application?

All applications received by the due date are evduated in a manner Smilar to the proposals.
Applications received late will not be consdered. Decisions on awards are made by the State Librarian.

Projects recelving approva may include an ateration of the project budget or be subject to conditions
required in the operation of the project. This information is conveyed to the applicant in an award |etter,
which aso includes a required nondiscrimination clause addendum, a civil rights certificate, and afinancid
clam for first payment of award. The gpplicant indicates acceptance of the award with any changes or
conditions by signing and returning these materias according to ingructions. Applicants whose projects
do not receive gpprova will be so notified by letter.

4.  What isthe project time period?

LSTA is operated during the federd fiscal year, October 1 to September 30. Awards are made on a
one-year bass only and are subject to the avallability of federad funds. If a project requires more than
one year, an goplication for continuation may be made during the next gpplication/award cycle and will

be consdered with al other applications received for that year. Second and subsequent year

applications must refer to and report on activities successfully completed in the prior year. Project funds
not spent or encumbered by the closng date, September 30, may not be carried over for continuing

project use but must be returned. Technically, an award is made on the date of signature by the State
Librarian. If aproject is ready to proceed or is dready in operation, it may use the funds from the date
of award through September 30 of the year of award. Separate accounting and reporting must be made
for each year of a project's funding.

5. What makesthe best presentation?

Read and fallow ingructions. Applications not prepared according to ingtructions will be rgected soldly
on that bass Be concise, use smple and meaningful language, and avoid jargon. Check figures in
budget columns carefully to assure that they add up. Make sure that the budget summary agrees with the
program budget. Additiona materidsin promation of the application may be included, such as letters of
support, maps, satistics, etc., but in moderation: this application must be read dong with many othersin
abrief gpace of time. Attach pages with asingle staple or clip; do not hole-punch or bind your materias
into afolder. More than one application may be submitted per jurisdiction, but a jurisdiction is advised
to congder its own ability to operate multiple projects should more than one be funded, and indicate its
priority among such projects, if gpplicable.

6.  What form should the application take?

The application must be typewritten or computer-printed on the accompanying form, ONE SIDE
ONLY. Complete al the information sections required; if some are not applicable, state why. Legibility
isessentid. Leave adequate margins. If pages are typed, use no smaler than 12 point (10 pitch) type.

The application may be prepared on a computer and submitted as a printout; however, the outline and
headings of this gpplication must be maintained and al information sections included.  Submission by
telefacamile is not acceptable. Further pages may be added for additiond information to al sections
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except page 2, which must be completed in the space provided, on one page only.
7.  When and whereisthe application due?

Submit the application in five copies, one with origina signature. It is due by 4:30 p.m. on the date
shown on the Form 6. Postmark is not acceptable. Regular or priority mail, or courier service, may be
used. Address.

Library Development Services
Attn: Jay Cunningham
Cdifornia State Library

P.O. Box 942837
Sacramento CA 94237-0001

(Delivery: 900 N Street, Suite 500, Sacramento CA 95814)

For information or assistance with the application, contact the State Library consultant assgned to your
project, or, if none was assigned, the Library Development Services Bureau at (916) 653-5217.

B. Application Line-by-line Ingtructions

1 Project title. Enter the name of the project as you wish it to appear on record. Be concise and
descriptive, in moderate length. The project will be cited in lists and reports seen by readers who will not see
the application and who will not know the purpose of the project except from the title. Spdl out any
acronyms used.

2. Applicant juridiction. Enter the full lega name of the jurisdiction and library goplying for funds.
For schools, this should be the name of the school and the name of the didtrict or entity to which the school
belongs, if applicable. Do not place the names of any partner organizations on thisline,

3. Applicant contact/phone. Give the name of the individua preparing this gpplication, or another
person who may be contacted for information about it, together with the telephone number. This may or may
not be the representative of the jurisdiction legaly authorized to gpply for, and/or receive, funds (i.e, the
person who sgns the certification on page 11).

4. District. ldentify the numbers of the digtricts of the State Assembly, State Senate and U.S.
House of Representatives in which project activities will be conducted. Please be precise —this information is
used to inform legidators of grant activity. A good source is the county clerk.

5. Population. Figures should be from the U.S. Census, or more recent information may be
supplied if it is avalable locdly. Identify any source of locd information. "Client population” is the specific
group that is to be served by the project (e.g., 1,500 children). "Tota population™ is the population served by
thejurisdiction (e.g., 10,000 city residents). These may or may not be the same figure.

6. Participants. If jurisdictions other than the applicant will participate in this project and receive
benefit from project funds, the authorized representative must Sign and the library or agency must be ligted in
the space provided; add pages if necessary.

7. L STA amount. Enter thetota LSTA amount requested for this project, for one year only. Use
whole dallar figures. Do not include on this line the total cost of the project activities, if loca or other funds
will be provided in addition to LSTA.




8. Project summary. Thisis an abstract of your entire project. Important: cite by letter and
number the Goal and the predominant Objective from the State Plan for LSTA, eg., "Goal C. ST
#1," that appliesto your project. The text must be read and understood by the State Librarian and staff,
and others who may be caled upon to evauate your application. Complete your description in the space
provided; do not include additiona pages in this section. Briefly state client group needs, needs assessment
process used, project goas, objectives, and activities. If appropriate, describe project components
separately.  Identify the project planning process used, including client and/or community involvement in its
development. If libraries or organizations other than the gpplicant are participating, describe their involvement.

Identify any specid personnel or equipment required by the project. Explain the source of other-than-LSTA
funds and/or in-kind contributions supporting the project. Note how project results will be evauated and how
the work of the project will be continued at the close of the federaly-funded period.

Further information on criteria for evauaing LSTA projects is contained in Guiddines for
Developing LSTA Grant Proposdls, included in the gpplication packet.

9. Budget summary. This section should summarize the project budget, identifying LSTA funds
requested and other available funds or in-kind contributions.  Figures must agree with those on the program
budget, pages 8 and 9. Use whole dollar figures. See the separate Federal Redtrictions on Use of LSTA
Funds in the application packet for information about expenses not permitted from grant funds.

Rows:

a Salaries & Benefits. Enter thetotal of sdaries and benefits for dl project staff members
to be on regular project payroll as employees, full-time or part-time. Do not include outsde consultants;
persons who are not employees of the applicants or partners but who are paid under contract for the project;
or short-term temporary labor, equipment service contractors, etc., in this line. If a permanent library staff
member is being assigned to the project for the grant period (because of speciad skills or knowledge, etc.), and
grant funds are needed to cover a subgtitute to perform regular duties, explain that on page 10.

b. Library Materials. Enter the amount for library materids requested. Library materias
are books, periodicals, tapes, videos, etc. for use primarily by the client group and, in most cases, to be added
to the library's collections for circulation. Other types of materids needed by the project are considered
supplies. Computer software and e ectronic database subscriptions are entered in line "c.", Operation.

C. Operation. Enter the total for operating expenses, including office and library supplies,
postage and telecommunications, computer software and eectronic database subscriptions, contract and
maintenance expense, locd trave, printing and public rdations, training and conference fees, and smdl
equipment cogting less than $5,000, e.g. microcomputers. Include outside consultants, personnel who are not
employees of the applicant or partners but who are paid under contract for the project, or short-term
temporary |abor identified as such.

d. Equipment. Enter atotd of al items costing over $5,000 ($5,001 and up). (System
purchases, i.e. an integral persond computer configuration acquired as a package and which totals more than
$5,000, should be reported here. Do not report individual components here if less than $5,000 each and not
acquired as a unified configuration). Qudifying equipment must be inventoried and will be tracked by the state
and federd government. It must be used for project purposes for five years or life of the equipment,
whichever comes firgt, unless otherwise stipulated. (NOTE: items costing less than $5,000 are considered
smal equipment and should be included in the operation budget line)

e. Indirect Cost. For the purpose of this gpplication, the indirect cost referred to is a charge
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againg the LSTA funds requested, reimbursed in LSTA dollars to the recipient, to cover locd adminidretive
support for handling the funds and administering the project. If there are other administrative or overhead
costs that the gpplicant wishes to credit againgt the project, as a contribution to its support and in accord with
local practice, these should be included under Other funds or In-kind as appropriate, in an item such as
Operation. That entry might include agrant indirect cost dlocation if required by the gpplicant's fisca agent or
jurisdiction. Inlinef., an amount not to exceed 10% of the LSTA program cost (see Form 6, p. 9, linee, col.
(4)) of the project may be requested. To claim indirect cogt, the jurisdiction must have an approved cost
dlocation plan on file with the Secretary of State and available to the State Library.

f. Total. Enter thetotals of columns (1) and (4).
Columns:
(1) LSTA. Enter theamount of LSTA funds requested.
(2) Other funds. Enter thetotd of dl other financid support obligated to the project, including
federd (other than LSTA), dtate or locd grants or alocations, private grant funds, Friends or philanthropic

support, and other funds. Include new library funds if they are budgeted specificdly for this project. Do not
list in-kind contributions here.

(3) In-kind. Enter the estimate of in-kind contributions from al participants in the project. In-
kind contributions, to the extent that they are devoted exclusively to the conduct of this project, may include
daff time, library materias and equipment, building space and utilities, and other operating codts.

(4) Total. Enter totas of dl rows. Note that while f.(4) is the tota amount needed to



perform the work of the project, the amount of LSTA funds requested in this application is entered in f.(1).

10. Client needs and project goals. The number of persons who will be served by the project is
cdled the client group. The god of the project should be client-centered and address specific user needs, not
just library saff interes. The user group should be involved from the beginning in the needs assessment
process and in planning the project, and the gpplication must show evidence of thisinput and involvement.

The project should connect the library's activity to a tangible user benefit or outcome. In some
cases, the connection is indirect, for example, in training of librarians to assst usars. A determination of the
user needs must, in any case, be performed, preferably prior to submitting the project proposa (and definitely
in advance of the project application), in order to dlow adequate evauation of the qudity of the applicant's
plan.

In this section, summarize the needs assessment process and results as well as the project goa(s)
and objectives proposed to address those needs. What are the information and/or service needs of the
community? Which of these can best be addressed by the library? How and where does the community seek
information? What barriers do community members experience? What services, access and ddivery
mechanisms do people recommend? How will the project continue to gather client group input throughout the
project period? An advisory body, if appropriate, should be in place before the filing of this gpplication, and
their advice and counsdl should be sought in preparation of the application.

Provide a description of where the library service program to the client group stands now and
what your god for improvement is. Focus on how the user needs will be met by accomplishing your project's
goals and objectives, and how the project activities will contribute to those ends. A god is "the end toward
which effort isdirected.”" It is broad in scope, long range, and timeless. Conceivably, it may never be attained.

It is not measurable. In grammatica terms, a god is a noun, not a verb. (NOTE: the gods described in this
section are the project's gods, not the goalsin the LSTA legidation which the project might serve.)

Examples of godsare
Accessto al recorded information
English literacy for dl Americans

Y our project should be limited to one or two goals.

11. Measurable objectives to reach goals. Each god must have two or more objectives, which
are sequentiad steps toward reaching the god. An objective is "a strategic position to be attained or purpose
to be achieved." Objectives show specific outcomes, and they must be measurable. They are aso expressed
as nouns. Key your objectives by column number to the budget columns on page 8 of Form 6. Divide the
line item expenses (on the left Sde) by objective, where gpplicable. Use extra pages if there are more than
three objectives.

Examples of objectives are:

. 50 community volunteers will be recruited and trained to tutor 30 inmate adult
learnersin the county jail during 10 sessons and will attain 50% success

. 4,000 reference referra questions will be answered annudly with an average
turnaround time of two weeks, date of receipt to date of reply
An objective is reached by a series of actions in atime sequence (see para. 12). These words ---
"god," "objective" "action" --- are technicd terms in the context of this grant program and are not
interchangegble.



12. Project actions in time sequence. An action is "the bringing about of an dteration, a thing
accomplished over a period of time" A series of actions, such as hiring aff, sdlecting and purchasing
materias, publicizing events, informing other participants, etc., will usudly be required to achieve any specific
objective. Actions are verbs, not nouns. The sequence of actions can be as important as the acts themselves,
0 a careful timeline must be developed and presented in the application. Fexibility must be built into a
project as well, for events may cause the modification of actions, or even objectives, in mid-project.
Experience has taught that the recruitment of personnd and dedling with contractors, eg., for telephones or
computers, can often take much longer than expected. Procurement of equipment through purchasing agents
can aso cause unexpected delays. Project activities should provide for contingencies with other work which
may be carried on around some program element that is delayed.

The project year is normaly the twelve (12) months from October 1 to September 30. If the
grant award letter is signed before October 1, funded activity may begin at the actud date of award.
However, LSTA funds cannot be used to pay for expenses incurred before the date on the award |etter.
Upon award, a State Library consultant will be assigned as project monitor with whom the new project should
be immediatdly discussed. Among the usud first seps are: meeting with an advisory board, recruitment of
saff, preparation of purchase orders for materia and equipment, and loca publicity of the award itsdf. Note
that except in specid cases, dl equipment should be received and be in use a least six months into the project
year or its necessity may be questioned.

13. Personnd reguirements and staff training. Good staff are criticd to any library program.
This is an area where you should seek client or advisory group input, in setting personne requirements and,
perhaps, in the interview processitself. At the same time, be redlistic about the need and the potentia supply.

Some grant recipients set the initid requirements so high that they are unable to find qualified gpplicants,
throwing off the timeline and requiring later revisons in program and budget while the need for service remains
unmet.

For each position to be hired by the project, a job description must be provided. It must be
determined if the pogtion is to be placed on regular project payroll (budgeted as sdary) or obtained by
contract with afirm or individua (budgeted as operation). Personne regulations of the locd jurisdiction may
govern that choice, and that Stuation should be reflected in the application. An organization chart should be
included which shows not only the lines of authority within the project but aso the project's relationship to the
host ingtitution and to other participants.

The gpplication must show a plan for aff training to provide new skills if required by the project
and to properly maintain the program. Consder who will do the training: the project itsdf? an outsde
contractor? a library system or network? the State Library? This training frequently will require funding
support. Bear in mind that training is sldom a one-time thing. Current staff members leave, new people join;
and training must be repeated or refreshed. In addition, some types of training are sequentia and must take
place over a period of time.

14. Public relations plan. Mot projects should include a public relations component to inform the
community, and particularly the client group, about the new service. Working with an advisory board in
designing an effective campaign can be essentia. Good publicity is often expensive, so the project budget may
need to include funds for printing, travel, meetings and related dements. All publicity must credit the LSTA as
adminigered by the Caifornia State Library as a principa funding source. If a public relations program is not
appropriate to this project, you should indicate in the application why it is not.

15. Statewide significance. Locd library services should be locdly funded and not require federd
assstlance. Your gpplication will carry more weight if it has significance in the region, state, or nation beyond
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the bendfit it will have locdly. "Statewide sgnificance’ means ether that other areas will take note of or will
recelve some benefit from your project, such as obtaining interlibrary loan access to a unique collection
through the retrospective converson of holdings or reviewing the demondration of a new service ddivery
method, or that you will be able to provide guidance to others in how to replicate the project you conduct.
You should consider what side effects, either good or bad, that are not included or intended in the program
might be anticipated. Thisfactor isrelated both to statewide significance and to evauation.

16. Evaluation. The means by which project participants and others can verify a project's success
and vaue to the community, or the extent to which its objectives have been achieved, must be a specific part
of the gpplication. State and federd governments require evidence that public funds are being spent in the
public interest and in accordance with gpproved programs. Planning for evauation must be developed at the
same time as planning for the project itsdf: from the beginning. If you state you will hold five public forums
with atota attendance of 2,000, your evauation may be that you did that and that they came. A meaningful
evauaion process, however, will include methods of determining if attendees learned anything from your
forum and whether this was important to them.

Good evauation methods include pre- and post-project testing, anadysis of atistics, surveys, and
interviews. It isdedrable to assess user opinion from the members of the client group and the advisory board.
Such feedback should be gathered on a regular or continuous basis so that timely program modification, if
indicated, can be made --- during the course of the project, if appropriate. Review by an outside eva uator
may be necessary and, if so, the expense should be included in the budget.

The gpplication must state what dements of the project will be evaluated, define the criteria for
success and methods for testing, and describe how the information will be used. Primarily, you are seeking
learning and action modification on the part of the client group that can be attributed to project functions.

17. Methods of continuation. LSTA isalimited-term funding source. It must not be counted upon
for continuing operations, and typicaly it funds projects of one to three years duration only. The federd funds
are used as demondtration or "seed” money to begin a new service, test a new method, serve as a modd, or
accomplish a limited, specific objective.  The gpplication must state in what way project services will be
continued at the end of the federdly funded period. Evidence of clear and redigtic condderation of
continuation of the project will be afactor in evauating each gpplication.

Local continuation may be achieved by incorporating dl or mogt activities into the ongoing localy
funded program of the gpplicant jurisdiction. Perhaps other funding methods, or volunteer efforts, are
planned. It may be acceptable that activitieswill cease, if it is shown that project objectives were completed.

Statewide continuation refers to the ways that the results of this project will be shared beyond the
local jurisdiction. Project benefits may be long-term; a workshop or conference program may be presented;
an article or publication may be prepared. If your project will produce a handbook or training manud, include
aplan for its digtribution and dissemination. 1t may be appropriate to
budget funds for these activities.

18. Program budget. This section daborates on the budget summarized on page 3 of the form. On
this page and the next, a line-item budget for the project should be presented that adds detall to the budget
summary. In the columns, space is provided for three program objectives. Name each column with a key
word. Examples might be "Outreach,” "Collections” and "Publicity.” If columns are needed for more
objectives, use additiona pages (changing the column numbers accordingly), with sub-totas for each page.
The budget in rows a-g is only for LSTA funds requested. Rows h. and i. may be used for non-LSTA funds
applicable to the project.




In row a, lis the sday budgeted for each project staff member under the appropriate
objective(s), with their benefits as a percentage below. Subtota this and the following sections.

In row b., lig the amount for library materials by broad category (eg., books, pamphlets,
videotapes) under the appropriate objective. Do not include materiasthat are library supplies here.

In row c., lig the amount for project operating expenses by objective. Use the pre-printed
component lines as appropriate, and the remaining space for other lines not covered in the listed categories.
Especidly on computer- and tdecommunications-related projects, list details on equipment costing under
$5,000.

On page 9, row d., list any equipment costing over $5,000. Give details and judtification in para.
19, p. 10.

In row e ligt the column sub-totals of LSTA funds per objective and the Total LSTA dollars for
the program (excluding Indirect to be paid from LSTA) in col. 4 for dl objectives.

In row f., list the amount of LSTA requested for indirect cost (defined on page 5 of these
indructions). This must be entered in column (4) only.

In row g., summarize the total LSTA request including the sub-total for objectives (line e, cal. 4),
and thetotd LSTA Indirect, linef.

In row h,, ligt the amount of any other actud funds that can be applied to the project. Do not list
in-kind support here. These may be broken out by objective if gpplicable.

Inrow i., list the amount of in-kind support (defined on page 5 of these ingructions). This may be
broken out by objective if gpplicable.

In row j., add the total project budget from LSTA, other funds, and in-kind support in column 4
(rowsg., h., andi.), and show the grand total for the project from al sources of funds.

19. Narrative support for budget. This section must contain explanations of the program budget
detail. Use this space to provide additiona information about sdlaries, library materias, or operation. NOTE:
Be sureto judtify dl equipment, both large and smdl, specifying what type will be purchased and how it will be
used. For juridictions that have not received a State Library grant in the padt, indicate briefly what your
indirect cost plan encompasses, submit a copy or verify that a plan is on file with the State. Note that in some
cases such cost plans cdl for anindirect cost requirement in excess of 10%. Regardless, an LSTA award will
include an amount no higher than 10% of the LSTA portion of the total project cost. Any requirement in
excess of 10% may be credited as an in-kind contribution in the budget or must be foregone. Use the space
aso to identify what other funds, and their source, will be available for the project and the nature of the in-kind
support that will be provided.

Projects making use of contractua personne should ensure that employment conditions for those
gaff members comply with the parent jurisdiction’s practices, such asfor tax withholding.

20. Certification. This gpplication isto be signed by the representative of the jurisdiction authorized
to apply for federd funds. Thisisalocd decison. In many cases it will be the library director; in others, a
contracts and grants officer, chairman of the board of supervisors, or mayor. For the successful grant
applicant, this person will recelve the award letter and subsequent official correspondence and warrants.
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(Note that the signatory is respongble for furnishing copies of project award materids to affected saff in the
recipient organization). Supply dl requested information and provide an origind sgnature on the firg copy of
the application.

Do not enter names of "partners’ in this section. Be sure the name and address shown here
correspond to those of the gpplicant and authorized signatory.

The award letter packet will include other necessary documents for signature, including a
nondiscrimination clause addendum and a civil rights certificate.

Best wishes for successin the LSTA project competition.

JLCijlc
A:LSTA\INSTRUC2.6
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